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EFT Payments 

In this guided practice, you will learn how to: 

 set up EFT payment accounts, 

 make a payment using EFT, and 

 review EFT payment history. 

Note This guide does not provide instructions for paying via direct deposit (currently not 
available).  

Setting up EFT payment accounts 
1) Log in to MyTRS. The Home page appears. 

2) Navigate to the Process Your Online EFT Payments window by clicking Process Your Online 
EFT Payments on the Home page or in the I want to: menu. 
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3) Click Add to add a new EFT account. 

 

The window refreshes to display Account Details fields. 
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4) Enter the account Start Date (e.g., 01/01/2011). 

 

Note The Start Date cannot be earlier than the current date. Even if the account has been used 
for years, enter the current date as the Start Date. 

Note The Start and Stop Dates control when MyTRS will allow an entered EFT to be 
processed. 

Note You may want to set your Stop Date several years ahead so you will not have trouble 
making EFT payments in the future. The Stop Date can be changed as needed after you 
save the EFT information. 

5) Enter the account Stop Date (e.g., 12/31/2015). 

 

6) Select MTRS Employer Payments from the Payment Account pull-down menu (currently 
the only option). 

7) Select Bank from the EFT Type the pull-down menu (currently the only option). 
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8) Select Approved as the EFT Status for the account. 

 

9) In the EFT Details section, click the Search button to open the Financial Institution Search 
window. 

 

10) Enter the Bank Routing Number (also called an “ABA number”).  

 

Note Your bank's routing/ABA number can be found on any check that is used to disburse 
funds from your account. 

Note Please make sure to check your bank details before submitting an EFT payment. Failure 
to do so may result in rejected payment fees. 

Note You may want to process an EFT for $1.00 as a test to make sure your district can 
process an EFT correctly. 
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11) Click Search. 

 

The Financial Institution Search window closes and the Bank Name and Bank Routing 
Number display in the EFT Details section. 

 

12) Enter the Bank Account Number for the EFT Account. 

 

Note MyTRS requires that bank account numbers be at least 8 digits long. If your account 
number has fewer than 8 digits, please add leading zeroes to your number.  
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13) Select the Bank Account Type (Savings or Checking) from the pull-down menu.  

 

14) Click Save. 

 

The window refreshes to display the EFT agreement confirmation as a pop-up screen. 
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15) Enter your name in the By: field to indicate who authorized the account. 

16) Enter your Title. 

17) Click Confirm. The text you entered becomes read-only. 

 

The window refreshes with the By: and Title: fields as read–only, and Finish and Print is 
the only button on the page. 
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18) A Print window similar to the one below (depending on your computer’s printing settings) 
appears. Click Finish and Print to print a copy for your records. 

 

19) Once printing completes, close the pop-up by clicking the X in the top-right corner. The 
window refreshes and to the EFT Payments tab. The account you created now appears in the 
EFT Payments grid, and a confirmation message appears. 

 

You have successfully created an EFT Payment Account. 
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Make a payment using EFT 

1) Navigate to the Process Your Online EFT Payments window by clicking on Process Your 
Online EFT Payments on the Home page or in the I want to: menu.. 

 

2) Select the Pay Now tab. 
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3) Enter the Payment Amount you want to process (e.g., 123456.78). 

 

4) Select the Bank Name from the pull-down menu (e.g., Bank of America). (Only EFT 
accounts you have added in the previous section’s steps will appear in the pull-down 
menu.) 

 

5) Select Employer Deduction Report from the Payment Reason pull-down menu. 

 

6) Enter a Reporting Period in MM/YYYY format, for which MM is a two-digit month and 
YYYY is a four-digit year (e.g., 01/2010). 

 

7) Click Continue. The window refreshes. The text you entered becomes read-only. 
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8) Click Finish to finalize the one-time payment.  

 

A message appears asking you to print the page for your records. 
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9) If you would like to save a copy for your records, click Print and use the printer window to 
print the page. 

 

Note This page may look different on your computer, depending on your printer and printing 
settings. 

10) Close the print pop-up window (if you chose to print your confirmation) and click Return. 
The Pay Now tab appears, which defaults to a blank “pay now” form. 

 

You have completed creating a one-time payment. 
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Reviewing EFT payment history 

1) If you are not already there, navigate to the Process Your Online EFT Payments window by 
clicking on Process Your Online EFT Payments on the Home page or in the I want to: menu. 

 

2) Click the EFT History tab. 
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Note All EFT payments appear in the grid, including the EFT “pay now” payment you just 
created. You can navigate among multiple payments by using the filters and clicking on 
a payment in the grid. 

Your EFT history will display. 

 

Note Sort EFT payments in the grid by clicking on any column header. Search for a particular 
payment by using the Payment Account, Payment Request Status, and Period To/From 
Date filters. 

Note Completed EFT payments can also be found on the Transactions tab under Review 
Employer Reports, Billing History and Payments. 

You have completed reviewing an EFT payment history. 

You have completed this guided practice. 


